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PREFACE. 

EVERYBODY'S SHORTHAND uses the system of signe criginally invented 
by Duployé in France about the year 1667, and full eacknowledguente for 
help received are rendered to the Sloan-Duployan, Pernin, Gregg, and to 
the leading Ritmanic Systems. 

Originality ie claimed in the presentation of the sound spelling 
drills; the vowel ecale; in maintaining the righthand motion of the 
circle vowel, doing away ortirely with unneceseary reverse motions; in 
preeer.tirg phraeing, shich ie a great epeed factor, from the firet les- 
eon; in the four basic positions for the prefixes; and is. the presen- 
ting of contractions and miscellaneous phrases which have been found 
useful in my fifteen yeare’ experience coyering office, law and conven- 
tion reporting. 

Having taught hundreds of boys and girle, young men and young wo- 
wen, and old men and old wasen, whe are today ueing their knowledge in 
@ practical way, I have no hesitation in claiming for this eystem the 
most perfect resulte in ite ease of acquirement, legibility and epeed, 
Any person having an ordinarily good understanding of hie language can 
with two hours’ practice a day attain a speed of from 65 to 100 legible 
words per minute in three sonthe; and, if he hae been equally diligent 
in hie practice on the typewriter, he can hold any ordinary office po- 
sition at the end of that time. 

EVERYBODY'S SHORTHAND ie eepecially adapted to uee in the public 
echoale; children of the 7th grade having sufficient knowledge of their 
own language to enable them to begin thie study most profitably; and, 
as the maximm dexterity ie only attained when the mind and hand oper- 
ate mechanically, it behooves parente te give their children an early 


start in an art that is at once 80 useful and profitable. 


EVERYBODY'S SHORTHAND. 


SHORTHAND ie the art of recording sound. 

THE SHORTHAND ALPHABET ie composed of 47 geometrical signe, 31 of 
which represent the coneonent, vowel and diphthong sounds of the lan- 
guage, and the other 16 reproser.t combinatione of vowels and consonants 
or combinatione of consonants. 

Exercise 1. ‘Sound Spelling. 
Let the student name aloud the sounds heard in «he following worde: 


bat cat that fer car bar trap 
bought caught thought for sought border war 
boat coat throat four door wore soar 
bute cute tune fume due sue lieu 
boot cool troop fool do droop stoop 
but cut thug fur bug pup love 
bate Kate train fate freight vain lane 
best keep treat feet theme etean beam 
bot kopt theft fed led pet bread 
bit kit this fit eit with wit 
bite kite thine fight right write wright 
bout cow thou fowl loud howl drouth 
boil coil toil foil loiter boy coy 


Observe that the vowel and diphthong sounds heard in each of the 
above lists of words are the same as the vowel and diphthong signe re- 
presented in the alphabet on the next page. REMEMBER that you OKLY 
WRITE THE SOUNDS YOU HEAR and not the letters you see. 

The alphabetic signe given in the next exercise ere the foundation 
fcr ycur knowledge of shorthand. LAY A GOOD-FOUNDATION. Get them so 
that you can write and read them forwards, backwards, or in any other 
order that they ay be pronounced to you. 

The alphabetic signe are to shorthand what the scales are to qucic; 
it must be practiced at least one half hour every day util the entire 


list of signe can be written legibly at leaet four times in one ninute. 
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EVERYBODY'S SHORTHAID. 


Iastructione for Writing Alphabet. 

DIRECTION OF STROKES.- Al) horisontal strokes are written from left to right; all 
other etrokes are written from top to bottom, excepting those that have “(up)” written 
after then, these latter being invariably written up. The cirales ay be either round or 
oval; they are GBGRALLY written with e righthand motion and should be eo practiced in 
alphabet practice. 

SIZE OF STROKES.- Ho two persons will sake their ehorthand charactere exactly 
the come any mere than any tue persone @11] write the cums lesghand, but for establishing 
@ system of wmiformity, the i stroke is said to be one space high; therefore i, r and the 
combination signe are one space high; p, k, 2, 1, a, n, ¥, wh, st, o, ek, kre are tvo 
specee high and t, th, 6, sh, j are the cams muber of spaces in length; b, g. v, ing, otr, 
opr, ekr, gre are three spaces high and 4 ie their equal in length. The emall circle ie 
made ac suall as possible and the lerge ones ehould be three times the eise of the emallest 
ah cirole, so the aw circle will fall between the tvo sizes. The running hand, with 
whole-arm, guecular soveasnt ie moet conducive to speed. ; 

SAADE AND POSITION.- There ie no shade and no position cbeerved in this eystan of 
shorthand. It can be written as readily and reed as easily on unruled paper as on ruled, 
but for ease in observing linsality, beginnere should observe the caution to always let the 
FIRST CONSOMANT Di? A WORD REST ON THE LOE. 

MATERIALS.- While EVERYBODY'S SHORTHAND may be written with the same materials 
and under any circumstances that longhand aay be written, ,the practical shorthand vriter 
will provide himeelf with two medium pencile having good pointe on each, and notebooks of 
glazed paper. For very rapid work, the narrow note book is the best, and the left hand 
should alwaye be used for turning the pages, the notebook lying flat open on the desk. 

THE ALPHABET DRILL.- The best results are always obtained in writing from dic- 
tation, and thie can be commenced with profit immediately after the entire clase have ms- 
tered the different signe. Let the teacher pronounce the name of each sign dictinctly 
through the entire alphabet forwards and then backwards, then let the alowest reader in 
the clase pronounce the seme beck from his or her notes, end eo on through the entire clase 
ending with the moet rapid readers, the rest of the class writing from the dictation. 


RVEAYBODT*S GHORTHAND. 


Ezerciee 2. The Alphabet. 


—— CONSOMANTS 
LETTER | wae | Glow =| SOUND aS IN [| LETTER | MAME = [SIGN | SOUND aS Dv 


P pee 
1) bee 

x nay 

g ony 

f£ of 

v vee 

: tee 

a deo : 
r ur,ree 
1 ell 
<“,t ah 
98 av 

3 ob 
a you 

3 00,8 
a ub 
an a 
en, in on, in 
on,wm | on,un 
ot,ed,st,st 
otr oir 

C 

opr 

ok 

oir 


| 
/ 


/ 





(up) 
Sf (w) 


Pp ole h hay ° 
>» owl th ith, thee —_ 
K ate 6,2 06,200 Ww 
g an eh, zh ieh, shee oN 
f cer j,ch jeay,chay |.) 
v oer s a C 
es aa © ) 
a ce ng ing ) 
eir,r ey y yeh v 
1 ey 
Cm neue : « e ¢ 
eu,rgr s e ’ 
nt te 8 eh a 
t 0 be I ih 3 
aS ve,w ilk Ht eye 7 
nit ow ow ° 

od. © 

- f 

‘ 
7 (up) 

vi eit,ra zed Aa) 
etr eet ge (up 
eon sider 


ecep ter.cla ke 


opir it 
seper ate 
suc coed 


o 


ecr emble 


h ate 

wi th,th y 

@ ea,2 eal’ 
eh e,vi e ion, 
j et,ch oer 
met 

n et 

« ing 


y et 


ad Bte 

d & p 
bse 
vit 

vo I te 
owl 
toil 

S an 

th en,h in 


fr om,th wed 


cree t 
gris t,ne grees 
qu ice 


lan gu id 


SVERTROOT'S SHORTHAND. 
Raercise 3. Joining of Yowele to Consonants. 

CIRCLE VOWELS are joined to VERTICAL and DOW OBLIQUE strokes on the left at the 
Beginning and ending of words; also on the left between similares. The circle vowel is 
Wrought round with righthand motion onto the consonant. Do not increase the length of 
the consonant for the large circles. Let the first consonant in a word rest on the line, 
or start from the line. The righthand motion of the circle vowel is the same as the mo- 
tion of the hands of a watch. 

CIRCLE VOWELS are joined to HORIZONTAL and UPWARD OBLIQUE strokes below at the 
beginning and ending of vords; aleo below between similares. 

CIRCLE VOWELS are joined to CIRCULAR STROKES inside at the beginning and end- 
ing of vords. 

When CIRCLE VOWELS occur between two consonants THAT FORM AN AMULE, the circle jis 
always made on the OUTSIDE of the angle with right or lefthand motion as may be necessary. 

The uh etroke ie made in two waye to avoid angles; the under stroke is used after 
the INITIAL consonant, and the over stroke before the INITLAL CONSONANT. 

The other vowels are joined naturally to the conecnants as in longhand, with the 
EXCEPTION of the A HOOK which is hooked on with a left hand motion to avoid angles; it is 
easily distinguished from the other hook vowels, as they are always joined vith a right: 
hand motion. 

The following Vowel Scale chould be used as clase drill together with the alphe- 
bet for at least one-half hour each day during the first month of the study. 


naa (nian 


199 PLUIP 9 I 9 Ns Dy Yd 
OAC AIAN at 2 On Aya) 


666706 Yer Oe EP NTINS 


Ee Py ee Sy SN, oo 


ea aeos Vaan = 


feew-lt f-av-l orv r-ar-b 


Poe d pope poke p oope fort held’ Yoel? coat o~tor —o 


poo prop pooek k-o-p f-orrt heoel l-o-d k-o-t te-o 


ate cue vA cube PA you v4 your ao one ie vi, Cuba 


koued lewr vu keoueb-ah 


000 coop cool fool who . CO hoop * q woe 6 vag walk 

kro k-o00- k-00- f-00-: b-oo h=oo-p ro weah-g wearek 
up } cup - cub ~ bug pug onl , dul} fur love 
uh=-p keouh-p keuhob peuheg “8 geuhe deuh-) feuher' leuh-v 
cog gavk bob gag coke Ge S taught O cocoa papa 
k-aw-g gravek beaweb g-ah-g keoek reocl t~awet keoek peah-p-ah 


see wi G fat NE ass o~ our_ vat oak 9 dough CO due__y, 


h-oo-ah-t wrk feah-t eh-r woah ork d-o 

° Word Signs and Simple Phrasing. 
@,at © the,to,(it,in phrasing) —— of \ (the uh eign) Period.x Interrogation Point S 
at-theo—to-the 2 to-it a —of-the\_Join the articles ‘Qand the to the next - 
word wherever poseible. 


READING EXERCISE. 


CP Ler PA A —Brod-se fd- 


By aa © es fa Oe (2 yr 


WRITING ma cIc=. 
fecup ef ccla titer. L-lond cf cold cre. ‘Sez theeboa: thet pera bought. Thowlad 
tovad the-oli cre, Nold tho onk vat. Petert rode ta-the fort. Love God. Papn walzed 
with Pobort. Ths tell f7el cone the-pug. Thossas laughed at=the ger. Pack the-cccoa : 


tha back ef-the taz. Teepepe tore “hoecoat. Do you go to Cuba! 


EVERYBODY'S SHORTHAND. 
Leeson 2. 

In studying, the student should read aloud the words of each line several times with 
the printed key; then read the eame line without looking at the key until it can be read 
@asily; then copy the shorthand forme of the worde very carefully three times, pronouncing 
each rord aloud ee you write it. Test yourself by writing the same words from the printed 


key without looking at the shorthand characters in the reading exercise then compare your 
writing and correct errors. 
REDD EXERCISE. 


aor eh OGL L 


“ haope i nat h 


JoAe z= Wate ae 1 


cs fi ae vo ie Loy, 


se i Ses SEB. * 
Ux x I 
CPL mr man 


arrow waft abash along ke catch match shall allied alloyed aloud alive avow allow 
wall water bald all awed mall shaw) thawed dodge top botch daub gnawed pehaw aose evash 
door grow ebow wore loathe lope moped wove nose oppose knoll tone roll showed booth tooth 
@ing king fling eong wrong long wide right, tight kite like aisle iota by chime chide mife 
Paul tobacco wax boy bough coy cow decoy deny eyetooth gout mouth now alloy practice arise 


Simple Word Signe and Phrases. 


© all © owing, ow | put (per, joines) ——— do (would, joined 
@ out,how,our who be, but, book able \— for-the 
oS yourere ag ee «=tordo / less (will, joined) you-will 


SENTENCES. . 

I eaw the boy go along the wall. Try to utter what you know to-be true. Boye love 
ball. No emoke will arise without aefire. Practice brings habit. Ging a song to the king. 
Look at those youcare talking to, never at those yourare talking of. Paul walked a-nile. 
The-boy’e nose was long. The-rat gnawed the box. A-cup of cold water bringe e-revard. 


The difference between the sounds heard in awed and odd ie so slight that it ie repre- 
sented by the one sign, O ; and the difference between the sounds of & heard in late and 
care ie co alight that both are represented by the long a sign, C . 


I e 
of the hook le are made vith a motion toward the right ard open as given 
et, t iho, ch takes the form of eh when followed by vere 
or oblique etrokee, and the final ih > , which takes the form of ev when preceded by 
ertical or down-oblique idea 
Initial ehn, iho, end uh\\ are ALUAYS WRITTEN, but these vowel sounds are omitted in 
all other inetar.ces save there legibility demarde their use. 


AACN II Oe cos 
ole ae ae CAM js 


Pd) od ds Ne a ee 
Wa LVL exe Le 
v= VU Vv”) seomees. WO a 9 uw 

Bf 5 ops NES CGO TG ee eee 
do - wu | CrirloG % 70 vo C | 
eo Hsien Vie nfl a 

—_—7 i Fb, vx OR o 28: 


EVEAYBODY'S SHORTHAND. 
Lesson 3, Continued. 


WUTING EXERCISE. 
April acre ague air ail aim pey bay obey gay hay allay prey way nay evay gues 
awake vapor favor waive fame they day my tale dale mail rail layer frail ate 
labor fate greater late rate trade weight break brave eatiate save share lems lake fair 
Dear Care chair pair payday Jacob tray crate lathe train take make baker fekir reign main 


eat heed hear heel tea lea glee free fee eve deep weep league fever freak thief leaf 
Peal need meet breeze teach grieve deal feel fear veer treat elope idea 


err her egg elf Ella ett echo -- it if 112 hill lily easy Harry folly hurry urge upper 
eplit bit fit eir pick get net weather father bur cur pur mur tell better mother fill 


yet yee yield yearn yellow yacht yard yarn yan 
SENTENCES. 

° They who do 11] today may feel 111 tomorrow. Do eac:. duty daily. The foolieh heed 
pothing but to eat and be merry. Show me a-lier, ard I-7vil) shoe you a-thief. Aim to-be 
what you-vould appear to-be. Trey-are lucky who love to-do wha* shey-are paid to-do. Thee 
right way of living ought also to~be the usual way. Do wrong and-thou-shalt pay for-it. 
Keep thy shop, and thy ehop will xeer thee. He that has no croee deserves no crown. 
Beauty buye no beef. He that tekes a-wife taxes care. Heed a-goseif as you-sould a-liar. 


Leeson 4. 
COMBINATIONS. 
The COMBINATION SIGNS ARE omer ONE SPACE HIGH. 
: ey foes | Soe G.«G | Ne 
se Bee oe Wa yz GF 


an car. bank thank handy candy fan van botanic manage annoy mandate panic vanity Diane 
ennual ennul annuity buoyant harangue humanity Hannah vaer.ille sand than gan ran 


ee eae ee 


pen penny fin chink enough envy ormity encage hinge inning ink think invoke infeot 
pin pink vender attenuate Vienna finch pinch reverue wrench ther. ary mary send bend lend 


7b em 


bond gun fun eon tongue iron hung bung donkey ebony funny Monday Sunday aunch 
tonic peon balcony belladonna hunchback onion ton thunder done punish tontine unable unless 


wore Vie ~ me a aT 
4b\\ Pe Tey 


SVERYBODY'S SHORTHAND. 
Leeson 4, Contimed- 


em rem rembdle amity Adem comp chomp dem damp damge femish jan mameon mammoth ehan 
lamb lemp gremmar stamp stammer trem vampire clasp amputate ambition ambulance ample 


om, in-- ———\ LY Cee AO DE 


dim dimple academy Bully empty vim embody embassy exphatic gem image victim poam em- 
bewer diadem hemorrhage eupire empower temerity remedy eaploy imply impede 


auw-- S55 pss BISA Er 3 


atom dumb dummy autum mmb bemb bottom bump chum fathom fumblé gum jump cakum pump 
idiom alum Tom rum rumble drus plump grumble lumber umpire humbug humdrum 


i Cr” eae aneous JY ‘. 
ne l~_ y PWG A a wy 


anthem enemy imagine infany unaninity intimacy impend important ingenuity India emine 
ent pamphlet phantom prominent pumpkin pungent Reman sentence abundant tenant annum 

( The teacher should test the etudent's knowledge of the above lesson by pronouncing 
one word from each group respectively several times untic the student writes and reade 
same readily.) 


Leeson 5. 
Alphabetic Vordsigna Complete. i 
7 es,euch C of 7 ono, (under, joined) 
tne ee 
per , joined) A econ. some, cun f? only 
be, but, book 7 
by, able, joined) cr should, sure Nin 
(stun, joined) CG age,agent 
could, quite (wy which, juet 7 on 
V he 
fs tt C much, wore meant vw yet, yoe 
0, joined) /¢A error 
the, to ») know,no,not e/ anewer 
~—— (it, Joined) 3 is, ‘I his 
——— do(would, joined) ) knowing, known,none, . J queetion 
nothing, noon 7 ,eye 
\ fer ,fere (Final e,3 ie repre- 
full, fur o b,at out, how, our aus by joined dot) 
© (oun, joined,ae foundd ) 
yery,(have,joined) © ell eel 
ose, 
well,will,jeined) (©) oving,ewn J an,end 
oad, 
(eign of repetitien) Tua \ when, went 


\e in-the for-the \__ of-the —2x_ te-the 2 on-the-a___. to-do 





ee a gOS 
ee ee i? ve 
as 138 \E ieee Si 
ret Marthe eI 
1 Gx Been ops Ae aieas 


WRITING EXERCISE. 

Aevine dresser, wro lay at the point of death, calied hie around his ard seid, 
"There ie a treasure ir our vineyard if you will cnly dig for it." “Where”, cried they all. 
"But the father could orly say, "Dig for it", and died. He was hardly buried wher. the sons 
vegar. to dig ith all-their might for what they supposed to be gold, and raked, hoed and 
trenched the vineyard over till not a-clod remained that was not broken to dust, and every 
etone in the entire field was hunted out ard thrown avay, but no aigr. of-any treasure ap- 
peared, and-the sone began to fear their father nad been mocking them. 

When next year cam, however, they found their vines bore three fold and-the clusters 
were far finer than those of their neighbore. They then eas what their father Fad meant, 
and-that the treasure wae only to be gained by hard work. 

Therewie a-treasure in-your ehorthand book if-you-will only dig for-it. 

WORD SIGNS. 
agency unable pursue pe beedlese ,aseure justice 


“+ Ve le, Be aT 


statement evermore form,fira aA Vey ford: foretell ae, 


ee os a TK 
ar aye’ i) eae 
paceas O. 


DN go gf Fe 


14 


refer 


mee anes 


mA LN CRG MLC 
ope cos DL LEs TE ton 


ect respect suppose 


He Le rape JEL {J Ly 


pa oy. whisper vesper spurn sprawl spread 
epravl epring sprinkle A AE aes ae 


ee VAD NING 
NNO NAL 


EGP GEL 
gd alae ea 


acree fakire bakere Christmas 


ee i a 8 LW, 


PEE ONERE 


EVERYBODY'S SHORTHAAD. 
wezoon 4. 
SHORTEMING PROCESSES. 


The dote for i, h, th, j-ch are generally omitted from words in sentences, the signs 
being as readily recognized as the undotted i or uncrossed t in longhand. 

Final « may be indicated by the joined dot, made by a quick twisting motion of the 
thumb at the end of the stroke; and final ing is indicated by a diejoined dot placed elight- 


ly above and to the right of the eng of last eign written. 
When the short vowels, eh, ih, uh eccur between two like strokes, the short 


vowel 1c aaitted and a double length consonant stroke written to represent the syllable. 
Thue a doubfe length b may represent the syllables beb, bib, bub; a double length «, or e-z 
repreeente the syllables ses, sis, sue or eez, eis, suz; double length = represents aca, 
min, mm, etc. When ths double length strokes represent vertical or down-obliques, they 
ere written through the line. 
R ie generally OMITTED AFTER CIRCLE VOWELS. The Southern people do not sound the 

r in these instances, and the student of phonics will find that the words are easily recog= 
nized without the r etroke. 

Where two consecutive worde end and begin with ea similar stroxe, and shen the two words 
are rapidly spoken only one of the consonant sounds is heard, then the words ere JODIED 
ard only the consonant distinctly uttered ie written. 

All consonants NOT DISTINCTLY ENUNCIATED are mitted. 


READING EFERCIZE. 


Double as Strokes.- ee y J (ee. je 
Tt CNEL (og 


nore 2 —4 &, 4S pec GOL are 
Ce eee Aa } 


o) 4-9 _ AY ye ee u-™ ~? A 4 


~6 


ES an Gentence 


Y Dt Js He OG A 
ya ey / me: Cor A> Eee ae 
ne °C) . = ee 


1 eee — 
ee or ae ae 


SL YUMA Deas gees Cae 
{4% Cale wee! —— ae e You, x 


EVERYBODY'S SHORTHAND. 
Lesson 8, Continued. 


WRITING EXERCISE. 
fippin bubble Bibiical giggle vivid says system ruspect scissors success access lossea 
avcostors amises amases boxes judgement churchyard charred poured lard lord remarkable 
fare harm charw border black-cat their-receipt with-tnem with~hold will-leave will-let 
told-them told-their as-ead has-shut has~etill had-done as-c0 as-ehould book-oase are-right 
vore-right their-right were-wrong up-bring up-borne good-day send-them last-summer please- 
eerd please-eay sight-draft 


SENTENCES. 


Ouretr. B will-leave tonight for-your-city. There-are none eo deaf as they who-will 
nc’ near. Your-ordere were-received yesterday. Base gaine are the~same as losees. Posses- 
Sion de nine points in-the lav. He-saye the system is a success. All-notices of leases 
ard invoices ehould-be filed in the book-casee. Acremarkable test of-the memory was sade. 
Suppose we ack him to-send-them a-statement. Please-eend us your lowest figures. Oure 
quotations were-right. @e-have got-dom to bed-rock prices. How-many ecree are-there in- 
ycur farm! The question arises, and it should-be settled ateonce. With-that he sat-dom 
while the audience held-their breath. You~were-wrong toewrite-them inethis canner. You 
ought*to-beeable to-do the-work in-a-short-time. 


SOP TPA, 


ifeyourwill all-trheir there-ic we-have-not youswill-bave-to-stay il-is-not as-scor-as 
ae-tell-ae as-good-ao I-am-not=quite could-be she-would-go you-should=be as-it-tere her-ow, 
it-rili-havo-to-be ought-to-be-able weewill-be-able in-a-short-time yours-received 


Lesson 9. 
PREFIXES. 


Se many rord> are formed by the addition of prefixes that great creod 13 attained by 
a thorcugn xnsxlodge ard practice of tho folloving eigrs given to darots the mast common of 
cuch profixec. 

via prefix sheuld alvaya bo sritten FIRST with the tody c! tho werd following in ito 
Natsccl order. Come studerto mako ths mietaxe of writing tic body of the word firet in or= 
eer te (to thelr om: mind) tetter locate tie prefix, but suck a practico econ tecomes a 
Natit which da very celrizertal to rapid thinaing cf tho prefix wordc. 

Tho following dlesram 741i] serve to illustrate tno pooitior of the four prefixes 
«itn raference to tho consonant ctes. 


PrsIX DIZGPAu. 


eten 


con ccm cum coun cog) NV / por pro pru 
Sritirg Line Pepa ema 


xz \ 7 
(ke, joined) eub eur auf sug 


The addition of a short t—etroke to any of these four prefixes adde the syllablen: 
tor, tre tra tro tru, pronounced with either the long or shor? sound of tne vowel. 


EVERYBODY'S SHORTHAND. 
Lesson 9, Contimed. 


Con, com, cum, coun, cog’ are represented by a grave accent uritten from left to righ: 
above and to the left of the prukicoa of the aign which follows it. 


SA Shes Se y * ay no 


conceal conclude conces::ion condéne confide congeal conspire conscience contemplation 
consequence conveyance contiguou: conrecutive consolidate constraint conficcate congratu- 
late connect commingle commit compute compress comprehend compose compliment complete com- 
petitor competence compensation compatible compassion compare command counsel countenance 
countless cogitate cognate cognizant 

Contra, contri, country, contro, counter“ are represented by the con prefiz joined te 
e@ short t — sign, written dn. (he on | tion. 


“ Wee J mie Uh or 


Pe NT GG 


contrary contrast contradict contraband contrite contrive contribution contritien 
countryside countersign counterpart countermand counterfeit counterast control controversy 
eentract countrymen countermareh 


Mx cr the sound of key is-reprosented by a grave accent written fram left to right 
and to the left of the” eign following. Wi as arenes joined when representing ke. 
I 


Cv Y var * Ire Ay | gee i 
ya ANZ DV ee wk ds a 


exact exaggerate exalt examine example excavate exceed excel excellence except axceces 
excite exclaim exclude excrescence excruciate excursion excuse execution exemplary exeapt 
exercise exert exhale exhaust exhibit exhilaration exhort exigency exile exist exorbitant 
expand expert expel expense experiment expect explain explode export exposition exprese 
extant exquisite extend box mix next folks picke 


Extra, extri, extre \., are represented by the ex prefix joined te a sahert t — sign 
written in the same position as the ox. 


/e—~ CC MICO Te Df 


nary extravagance extreme extremity extricate external extirpate 
exterminate extra-charge extra-good extra-act 


Por, pro, pru __ are represented by an acute accent written from right to left paid 


and to the right of the sign following. Join the t ee for protra and pf: o 
g Oe 


EVERYBODY'S SHORTHAI:D. 
Lesson 9, Continued. 


pertable portion portrait porch pro-rata prosaic prosoribe prosecute proselyte prospect 
prosper prosperity prosperous prostrate protect protest protestant protract protrudé proper 
propose proposition prove proverbial provide provoke prudent prune prudential profit prob- 
able 


Subd, sur, suf, sug / ere represented by an acute accent written from right to left 
below and to the right of the beginning of the sign following. Join the ¢ sign for eubter. 


ep ory hh mA, 
4 A ome) ela £W tary LAT, 


subdue eubject subjoin subjugate sublet submit subordinate subacribe subsequent sub- 
siet substance substantiate substitute subterfuge subterranean eubtract subtrahend eubtreas- 
ury suburb subway surcingle surface surfit surgeon sirloin eurmise surmount eurpase sur- 
plue surrender eurrogete surreptitious survey survive certain certificate suffer suffrage 


Dic, dec, dee — are represented by a short horizontal line immediately above the eign 
following. 


AVTE ChLaan FR Re PF—b-_ 
Vp. & Ua 3 We aI SSL 


disableViisagree disappear disappoint diearm disaster disburse discern discharge dis~ 
ciple disclaim disclose discolor discord discreet disease dieercha..t disfavor disfranchise 


diegrace disguise dichorest disinfect disinherit disjoin dislike diamal decimal dislocate 
discbey disorder disown dispatch dispense display displease dispose dissension discend 


Mie, mee are represerted by a short horizontal line written below the sign following 


LALA eZ Da3 nt Se 


eaiealliance misapprehend miscellaneous atechief miserable miefortune mishap mislead 
niceion mietaks mecmerize meceage Meseiah Mies-Mary measure oystery messenger 


Tran, trane — are ee by writing the eign followirg through a short t sign. 


tt AeA arm Abn bh I$ 


tranquil tran anecribe transfer trancform tranegress transient transit translate 
tranepission transparert transpose trans-Atlantic transom transport transitory 


Lesson 10. 
JOINED PREFIXES. 


ertevantd Zp LZ BCP (es BR pS (omnes 


antecedent i is 2 antidote ant We, titonine antelope antedate 
super,>epar,cupra ___ L427 d, 90 


cupersede eurreze separate suptrecribe ly, superstition eupreracy euperflucus 


EVERYBODY'S SHORTHAND. 
St Lesson 10, Continued. 
vw MIN OLN. 
circumflex circumference circumscribe c: ocutd: 
enter inter intro intrug, Yy J af oN AE Vou + 
interval intercept interpret interrupt intervene intrusion enterprise interview enter- 


tain enter-into ae on gig’, interlude paneer 
under 7 


se maneaeet weer 


errun overtake overthr overhear oN 


Bed) Go ute 


everyshere everyone everyday every on Ca Ss vik 
per pre pri pur_| Lr}, ky LY 


person permit ferplex perjure prisoner @ precede precinct oe precise 
precision predict predominate preeminent preface Lab testagh strep premium prepare prescribe pre- 
serve prison pursue appertain operator i peranmum 


retre retri retro “~~ fang \ py ae 


retreat retribution retract retrieve retrospect retrograde 


magne magni magno(_ Cc G Ca Ca CP? 
magnet mgretic magnificent magni magnanimous sagnesia magnolia 


multi( m,rith vext sign zritten through ile & Y GY ve & 


mltiform mitiple multiply multiplication miltitude 
now ium non nur) py, ). d-2_2 22+ a pre 
t 


numeroue enumerate nowinal nominate nominee nonchalant nonenity pre neoneul 
innumerable 
READING EXERCISE. 


rue—u5) Vanes c x 0 ays 
_\ oi ws aes x¥ G = 
L ro cee, /* 


Weehave-received numerous orders and expect to-fill all-of-them unless they-should-be 
countermanded. Fe-will-mail-you certificate subject to conditions of agreement. VWe-are 
very-mich distressed ay your nonprogreseive attitude. He made a mietake in-the translation 
of-the proceedings. It-was a magnificent interpretation of-the subject. We-will-send one 
box of-the extract by express. We expect to retrieve our-losses by~thie extra charge. 
Please prepare statement oY all premiums due and eend to us without delay. The operator 
received $6. per day for hie services. We-will undertake to interview the Commnder and 
ascertain the cause of his dieplessure. 


EVERYBODY'S SHORTHAND. 
Leseon ll. 
DOUBLE PREFIXES. 


Many words contain one or more syllables represented by the prefix signs, and theoe 
signs should be used in all euch cases wherever practicable. 


READING EXERCISE. S-' oe 
~ 
~ Vo YA y) w alor% ge 
~ 
| eS IGA Te iy ee 


aconite accomplish accumlate accomodate accompany accomplice accountable accept oxalic 
unexpected reconcile recommend reconstruct recusber.t inconvenience inconsistent incompe- 
tent unooncern unconsoloue uncontrolled discontented disconnect discount condescend dipmios 
unencumbered concomitant comport compromise disapproval dieapprobation disprove diepropcr- 
tion proportion irreconcilable concert corcern co..cerning insert ineurrection sutmisei sn 
insubaiseion noncompliance noncorductor nonproduction noreubmiesion enumerate proportionate 
subcommittee subcontract unaccountable uncommon uncontrollable unprovided supernumerary 
resurrection 

SENTENCES. 

The excitement in-the wheat market continues and prices are very uncertain. The bill 
is subjoct to a-diecount of S percent. We-rill recommend a compromise. We-will-ewrite-ysu 
concerning hio discharge in-e-day-or-two. Please-fill the accoupanying order as-scon-ae- 
posoitie allowing ue your best discount for cash. Upon acsepta.ce of-the contract, we-will 
Proceed in-the axecution of-ycureorder. The recompense is small in proportion to the labor 
desired. The cor.cern failed owing to ea misunderstanding of the.aseets. Fhe suit was die- 


miseed for want of prosecution. 


Worde of length are rarely written beyord the accer.ted vowel, diphthong or combination 


in the accented eyllable, the context readily supplying the rest of the word, but the etu- 
dent will find the affixes given in the next lerson ueeful in many instahoee, and they 


should be thoroughly memorized. 

Leseon 12. 

| AFFIXES. 
per as in etopper wrapper 

C] 


vapor 
ble, able, ible -- pega ey Drees 4 
ty, irity-- rascality 4 facility hilarity -+ 


—» ality, elity, Jiity,arity,eri 


EVERYBODY'S SHORTHAND. 
Lesom 12, Continged. 


\ ative, etive, itive, comparative Epcos poeitive eA 


\\ for, fore, full, fur, fer, aca 
graph, telegraph viogee oe photo 
Z graphic, 7 = ae 
7) ahip, kinshi 


, 
EAT ROCA proposition J physician\_ 7) 
—— ter, ture, mtterG_ after \_ rapture L_ etter 


_~ werd, teormrt | tormra\_attrmrd A 


TN goous,gioue, religious gergecus 
1 ine,ine, time—y fine) kind 


Ta less,lous, careless Larios Y is 


D dy, ingly, extrewety GC, winiingly A joxingly ae 
C went, trent Ge statement GG 
B) nese, =o ullness 
2. dng( written above and to the Ea willing CO : joking 
ning nging,nding,inging, sounding ra a 


O one,own, alone LS? stone lo her=' ro 


© oun,ound,owm, sound Q tom —Cp 


\_Acelf, herself M atect? ~\ yourseis SN 


th cae alas e”~ 
DOUELE AFFIXES 


[ bly,ably,ibly, forcibly mas ULimely,indly,inely, finely \ kindly ¢ 
ableness, sociablenese inenese, finenese moo) 2 rindross © 
\ atively,itively, relatively “\, > ingness, will: 
ativenese,itivenees, conbativences lesaly,loualy, ee 
S fullness, cxtuicoee \L fetttuiooe leseness, foarlecences 


0 fully, carefully A> re 4 mental, fundamental umn @ 
A rac aca oy (N, eciously,tiously, facetiously WY’ 


EVERYBODY'S SHORTHAND. 
Lesson 12, Contimed- 
READING KCERCISE. 


ecempor tamper whimper notable passable possible peaceable feasible miserable desirable 

trouble legality etability facility docility rascality hilarity severity charity dieperity 
varbarity alacrity familiarity durability fidelity vereatility vulgarity superlative rela- 
tive demonstrative sedative laxative comparative positive graceful skillful hopeful lawful 
faithful stenograph etenography stenographic photograph photography photographic telegraph 
telegraphy telegraphic biography biographic friendship clerzehip courtehip echolarahip hard- 
ship worship impression poeition optician pension falchion physician sanction facetious 
gecrgeoue region backward forward westward standard rerdered terdered religicue fractious 
time fine kind line sign thine mine uselese faultless shameless heartless hopelece extremely 
timely kindly emilingly willingly statement document parchment refreshment apartment en- 
chantwent discerrment vworriment merriment allurement goodness greatness eoftness hardrese 
bitirg trying seeing laughing scoffing aspiring throwing finding shining etairing droming 
burring turning discerning earning learning binding winding raining gaining eustaining 
draining toning signing singing adining sounding rounding winging bringing clinging throng- 
ing longing hanging flinging alone atone her-own shone stone dow. found town round sound 
youreel’ herself itself oneself ourselves notably paseably peaceably horribly sociablenees 
urreasonatleneee relatively positively combativenese sensitiveness peacefulness painfulrere 
epitefulnese cheerfulress faithfuirese fully carefully skillfully hopefully consciousness 
facetiousnese Gorgeousness finely timely <indness finenese willingy.ess charwingness faith- 
-ezely thoughtlessly mercilessly thanyleceness lawleseness fearlessresn ornamertel furda- 
ental, facetiously = 


EVERYBODY'S SHORTHAND. 
Lesson 13. 
THE CONTRACTING METHOD. 


When the contezt ie eo plain as to easily supply the rest of the word, any word my 
be contracted by stopping with the gecented vowel, diphthong or and 

the first etroke of the next word immediately above. When the stroke following doee not 
readily adapt iteelf to this position, place a dot immediately above the vowel, diphthong 
or combination of the contracted word ard write the next word in its natural positign on 
the line. This placing the next word above INDICATES THAT THE WORD IS NOT FINISHED, 


Exemples. 


When we-have completed our-plans, re-will-send-you full detaile. Have-you mde all 
errangements for-our comfort! The price of-apples has advarced since ourslast report 


b¥ B43 \ GAL? Tye ih Te 


The sounds 00 «= and’ uh » being represented by alow etrokes and the zords containing 
them as accented syllables being fee,eucn sorde may be contracted by writing up to the oo 
or uh and beginning the first stroke of the rezt word immediately below the last eign urit= 
ten to indicate their suppression. The dot ay be used below instead of the next word, when 

the strokes do not readily adapt themselves to this position. 


Examples. 


Returr all-papere with the reeult of-your investigation. Look well before you leapa 
He doee much who deee well what he-has-toedo. We will deduct 20% for-cash. He ies worth 
ter, thousand dollare. Send us one cook stove with all utensils. It-is a 2 story 7 roos 
house. Trusting to-hear, from you eo0n, weearg --~ 


es ae \. ZB of Ee O19 
hay or eh oe ae 


+ The firal ing may be omitted ard ite omiesior indicated bz beginnirg the firot 


stroke of the next sord above ard a little to the right of the end of the lact sign written. 
This ie the position of the affix dot ing, as the studert will remoanber. 


Examples. 


Hopirg to receive your—furtrer-crders, re-are Thirxirg de-the talzing of-the aoul 
with-itseif. Weeare taking every precaution in-order to-avoid accident. 


B. fo 7 N 
Tr.9 period ic used in place of tio pceitisr word at the erd of a senterce. NEVER 
WRITE IN SUCH A CONTRACTED FCRM that you CAN.O? REAL BHAT YCU HAVE WRITTEN, but, on the 
other hard, ae you get more ard more faciliar rity. vords-inecontext, CONTRACT EVERY WORD 


YOU CaN ard you sili be surprised at your speed in writing and your ease in reading. 


Piri La Os py XO Ne ee 


L 


ebout 

atcve ] 

ability L 
acquaint-ed-ance P 
acknowledge-d-nent 
account 2. 
accountant 2, 
acquire 7 
edvertise-nent o—— 
advantage \ 
aftvise-ce \S 
after N= 


afterwards _ or 


afternoon wa 


again-st LJ 
ageny VSP 
alone c 
already 5) >" 
almost e 
alvays J” . 
aleo Ce) , 
altogether 
emanueneis oo G 
another Ls 
anxious fr 
anyvhere © Ss 
attorney o> 


f 


errange-nent 


‘situation 


EVERYBODY'S 


SHORTHAND. 


Leeson 14. 
CONTRACTIONS OF FAMILIAR WORDS TO 8E MBO@RLZED. 


April 
ansvered 


=k 
= 
t 
Be om 


business | 


C 
< 


because 


became 


pefore 
beckward-s 
between 


pdeside-s 


book 
bequest-bequeath 
iekasexice 
balance 


d 


Le 


ee oma 


hb. 


came 
" capttal-tol 
cortainly 
citizen = 


areety 


children Vow 


ctreumstance, { 


. 


cover 


could 


re 
convenient-ly \ 


equaleity-ize v6 Z Z 

enough | MAS 

= ~ 
= 


enforas’ 


oiroular oe eariy ra 
change economy~ical p- 
correspond-ence vy, Eequire Ys 
catalog ie from Vv 
‘eharacter 4 further \Y 
customer ¢ C forwardeing Xo 
churchyard f- >—— fort-foursh \L 
od forthwith 

a ge eee 
defer ome, furthermore oO 
feet ee AO 
diffioultry ees forestall > 

. follows 4 
dollar=s pee: forenoon Rs 
pipet —___y. formfirn é 
dozen —~_y foremost C 
democrat=ic-acy ————~_ furnish pe 
division : =z gave J. 
degree _— / give-s-en Ze 

\ greately ys pp 

te ~ may 
everyone gentlemaniy v2) 
everywhere Ay gcvern-zent C 
either u— governor & 
elsevhere Higbee Vand 


generally ~-\__ 


greatness 


ae 


hitherto 
herewith 


EVERYBODY'S SHORTHAND. 
Lesson 14. 
COMTRACTIONS OF FAMILIAR WORDS, CONTINUED. 


G, prompt-ly-nese Vv a vceaiiees : 4 


honorable ° eseanvhile 

idea L—~) must C_) punctual-ity by stood ane 

indeed ——— most S purpose-ly same-ness we) Y) 

infer _ \ aight CG present-ly L eeveral-ly 

Geer. Ok. ae CC petnetpre-per-tty bb earo-ignts pawl 

ae CA RS YS 

inequality by A mental posedtly =f, satprasnt fy 
positive 


imediate-ly nevertheless president is stenographer 
interest sear-ly p) privilege wn ehall 
Riinetes ~ amber Oo mia, charthand 
judgement “ec notvithetanding 2 are Pa entisfaction 
justly ro" werner 24 quantity la satistactery <-> 
Lnovledgs = ”—stevermore ~ eater LLY cette = 
leaghand 4 mamberlese reply~ied P? thie, ‘tie —> 
lefthand /\ nothing 2. recent laa that —_ 
letter [—  nowrere 2 raileay 2 theee —w 
lamguage mone +) rapié-ly {4t those cme oo] 
legislature our ,jhour © rether Fad tegether 
little over nA fefer-ence “\ through, threw 
literature P macel ordinary O7—\>  return-ea Tir oughout 
literary . Saal other Vc regular-ly-ity ih thoroughly 

ee 


manufactory Gc, once f° Fomest-taliy : 2 telephone 

matter Cc - Ohio O receiver ASA: therefore 

Michigan ~ ‘perhaps d receipt received A. territory(Ty.) <> 
Massachusetts Gy piseitleriigow require 7 upon +b 
New York Py ” peculiarsity renenbor C until a 4 


26 


7” uncovered whereas iA wher escever . 
upward LL value-d-ab AV o whosoever saa 
wnequal-ed 17. won f whatever whomecever 
usto vam who,whon ( whoever O whatsoever at 
2 a 2 

L, 


: L& se 


beh Ao dPb% al 7k 
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Lesson 15. 
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RVERTBODY'S GHORTHAID. 
Lesson 15. 
PHRASDG, WITOO EXEACISE. 


And so, and so forth, go in, go in there, in so far es, in as mich as, on which, on- 
that, on that day, he and ehe, you and they, Heard of, told of it, at all times, at once,at 
last, all could, had all ,for all that, for all the, do for them, I should be, I could not, © 
I ought to be, I was so, I can, did we go, were we to say, had we knom, he is, he will, he 
could be, to do it, to him, to them, to it, can do as well, can do as much, do all their, 
who will, who was, who would, from them, from which, from him, As mich, as much as, as it is 
60 as, 60 as to, soon as not, so will he no gocd, any more, any one, more than, that is, 
that are, will that, he has been, it has been, should be, should have been, could be, could 
have been, will have to say, thie is, is this so, thie will do, very little, very much, very 
great, very well just as goad, than this, than that, if he will, will he be, ought he to go 
she has so, has ehe done, for hie sake, for us, they had, they car, they could, they shall, 
they should, they would, after them, can there be, what is it,what it is, Who wae it, why is 
it, because it is, because it would, why did you, with which, with all, with any, with hin, 
with it, which with, do with, do with it, go with them, be with her, along with their, hor 
long will, long past due, how soon is, how are they, by all, by them, by the, by that moans, 
by all meanc, dy no means, by thie means by some means, about it, about that, about wricn, 
about her, ir..order, in order that, our order, Out and out, out of it, quite as well, quite 
ae mich, quite likely, juet as well as not, as follows, for example together with, some 
time ago, soon to be, of course it is, On account, on account of, on no account, or. the con= 
trary,I do not cnow, I do not thing eo, at all events, ir. a word, got rid of, get it all, 
get out of, Keep jt up, let us see, let us say, not long ago, row ard then, ought to be able 

eo mich good vet it down, as fast as, as soon as possible, as long as, ir regard to, in 
regard to thie, ir..regard +o that, in regard to these, ir. regard to those, many more, seems 
to go, seems to me, seems to be, we shall be pleased, we shall be glad, are you sure, for 
the eaxe of, for instance, for a moment, in accordance with, or. the other hand, any of then 
a few days ago, month after month, hand ir. hand, day by day, by and by, little by little, 
from time to time, again ard again, aver and over, over and over again, often and often, 
forever and ever, day .sftar.day, yours received, dear sir, dear madam, my dear sir, we are 
in receipt of your favor of the, your favor of recent date to hand, youre truly, yeure rese 
pectfully, inclosed please find, I herevith inclose you, in reply to yours, in response to 
your recent favor, your favor just at hand, your esteemed favor of the, we remin very 
yours, yours sincerely, Please state in your reply, we beg leave to state, youre very truly 
youre very respectfully, in reply to youre, your esteemed order, in the meantime, that it 
will de, we will be able, we have received, that I have, that I will that I do not think, 
it would be, if you will write ae, we would be pleased, at thet time, I may be able,will 
you be, we may, there is no, your reference. 


LEGAL PHRASING. 
police court, police judge, supreme court, United States Court, county clerk, county 
commissioner, noteny public, counsel for complainant, couneel for defendant, ohief justice 
gentlemen of the jury, cross examination, errore excepted, party of the firet part, perty 
of the second part, to have and to hold, that I hereby, under my hand and eeal, executore 
administratore and assigns. 
PROPER NAMES, EIC. 


Texas, Dallas, Galveston, San Antonio, Waxahachie, Waco, Henrietta, Cleburne, Denton 
Sherman, Denison, Texarkana, Blooming Grove, Mineral Wells, Fort Worth, Laredo, El Paso, 
New Yors, Ghicago, Brooklyn, Boston, Cleveland, Detroit, St. Louis, Cincinnati, Auetin, 
Houston, Missouri-Kaneas-A-Texas, Houston-@-Texas-Central, Miseouri-Pacific, San-Antonie-~ 
Aransas-Pass, Mexican-Central-, Chicago~Burlington-#-Quincy, International-é<Great Northerz 


DICTATION. 

If you know thie theory, you are now able to take from 40 to 60 words per mimte fran 
dictation, and‘read your notes back in about the same time. Review your theory with every 
@lase back of you, and write all letters taken in dictation ait on the typewriter and hand 
@ame to your teacher for inspection. A few letters are given herein, tut if you have not 
good dictation book, you should send at once to the publishers of this book for one. 


EVEAYBODY’S SHORTHAND. 


Messrs. Sanger Bros., 1. 
Dallac, Texas. 
Si es We quote you mit coal at §3.25 and Lump at 
«50. 
Hoping to receive your order at an early date, we are- Yours truly, (45 words) 
: 2. 


Thomas L. Blanton, Esq-, 
Albany, New York. 
Dear Sir:- Yours of the 13th received. We sent you two cars of cate Sept. Wth. The 
first car was delayed by washouts on the road, and you probably have it by thie tind. 
joes very truly, (45vords) ’ 
we. B. V. Patterson, 
Cieco, Texas. 
Dear Sir:- Replying to your favor of the 9th, we quote you dry wood at $3.25 and green at 
$3. per cord, f o b your trac. 
Trusting to hear from you soon with an order, we ere,- Yours truly (52 words) 
4 
Meosre. Baxer & Botts, 
Houston, Texas. . 
Deer Sirs:- In reply to your esteemed favor of the 26th will eay that the fire about which 
you inguire is in good stasfing. 
@® ahauld nct refues them a reasonable arefit, tat ee do not mos the axtent of their 
responcibility. Regpectidiiy yours, ($0 vords) 
. 


Mecers. M. A. Stumard 2 Co., 

few Orleans, La. 
@entlemen:- Your policy in the Garman cf Freqpart, en the building omed wy J. Tf. Brown, 
contains a three-quarter loss cleme. This 4s act esceptable te us, and we mst ask you to 
furnish us a policy in e@ reepenaibils compeny wi fhout euch a clause. Kindly advise us in 


mediately, and oblige- Yours respectfully, (63 words) 
6. 
N. L. Mitehell, Req., 
Chicago, Ill. 


Dear Sir:- Encloeed find invoies and bill of lading for car of flour shipped you today. Je 
have deen unable to get any bran loaded until today. Will get one car off thie evening, if 
poseible, and ore tomorrow. 

Ve are not getting in mich wheat now, do not know shy; so you had better look out for 
some other place to get it, as re are not going to be able to supply you urlese they get to 
hauling more. ‘Youre truly, (87 words) 

7. 
T. M. Dwyer, A. G. F. A.,B. & O. Re Ro, 

Boston, Mass. 

Dear Sir:- Please note attached letter from the St. L. @ &. F. R. R. reporting delivery of 
M. K. T., coal car 286 to you Oct. Sth. This car left our line early in May. We have not 
had time to come to you about it. It should have been delivered to the St. L. & S. Fe by 
the above line instead of being delivered to your line. We ere greatly preesed for cars of 
this clase and will be obliged if you can arrange to have this car returned as econ as pos= 
sible. Wire me when you do so, in order that I may have car returned home without further 
delay. Yours sincerely, (135 words) 

8. 
‘Henry G. Chester, D. D., 

Reading, Pa. 

My Beloved Brother:- The date of this letter in comparison with the date of yours ie simply 
disgraceful; but owing <o ‘he illness and absence of my secretary, ard the great preseure 
of work, my mail has accumlated. 

I want to thanx you from my heart for your good letter of Jenery 28th. The sords yw 
say concerning sy correspondence course have, as you well know, an especial veight ard 
value tc me. I have long regarded you ac the first of our Biblical theologians and have 
profited greatly by your ‘eachings. 

I agree with you fully that the four gorcpels do not furnish ue with waterial for a 
Life of Christ; and I rould have put ay statement in the Course as to that fact more cs*rong= 

ly, tad I rot sished *o avoid antagonizing, on a matter of detail, ticce who seew to find 


EVERYBODY'S SHORTHAND. 

quash a cenfort in plocing together come sort of a narrative of the earth life of our blessed 
ferd. To me, qudhy & Wark woeld now be Little short of blasphemy. If it bad pleased God 
@e give us a ecnnected life of His Son, He would have done it. 

The opening of the Kingdom Age my witness importan eT 
@iem, as the cpening of the Church Age gave such additions, and be 
(ae pen of inspiration will give us, what q@urely have not now a: of Chriet 

again thanking you, and asking to be remembered to y 

Yours gratefully, (26 3 words) 
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THE SECRET OF SUCCESS IS PRACTICE. 

Expertness in shorthand is the same as in every other line of manual or mental skill. 
It lies in-perfect familiarity with the subject matter, thich calle far skillful, painstaking 
Practice together with close, clear and accurate thinking. Great «ill in any mamel craft 
ia reached only by constant and though*ful practice, during which the student is alvaye en 
the alert to avoid errers, and te detect and correct hem when once ande. 

We can supply you with a dictation book containing over 1000 ouninese letters from 
twenty siz different lines of business, together with legal papera, depositions, and testi- 
mony fren fi.50 and criminal cases, with full data necessary for perfect court reporting at 
@ cost of 1.50. 

Then you have acquired a speed of about 100 words per minute, you should attend al) 
leeturee, preaching services and, if you have embitionc toward reporting court casds, attend 

the proceedinga of cuch cases at the court house. 

Youg, speed in typevriting is equally as important ao your speed in eharthand. Your 
employer may stop to give you repeated dictation, but he will rot tolerate alow, careless 
typewriting. If you have an opportunity to take a position in an office where you will be 
given plenty of work to do in this line, accept it, even though ths salary may be sanll, for 
you will learn the inmmerable detaile of office work, attain speed on the ryyerriter, and; 
&f you do your work well, your employer will gladly recommend you to a position paying a 
Digher salary, if he cannot afford to pay more than he ie now paying ycu. 

Do not let idle busybcdies discourage you about your system of shorthand; good steno= 
q@rephere will never do euch thingo; if you can read your notes and you undersiasd the sense 
Of the matter dictated to you, you are soon going to attain speed. Just keer right on vith 
your work, and your salary will coon be the best recommendation that you desire. i 

Dress neatly but never gnudily, being sure <hat your shoes and linen are clean and 
ahining, and you will receive favorable concideration in your application for a position. 


